
Access a Supplier’s Punchout
Catalog

Punchout is a feature of the NC E-Procurement @ Your Service term 
contract catalog. Punchout means that you click a link for a catalog 
item that allows you to punchout, or leave the system, to view a 
term contract item(s) on a supplier’s website.  

Once a buyer punches out and completes the selection process on 
the supplier’s website, the items are automatically transferred back 
into NC E-Procurement @ Your Service as line items on a 
requisition.  

You can view the punchout functionality on the catalogs through 
the “View the Term Contract Catalog” link below.  You will not 
have the ability to purchase items on the punchout catalog.  
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As you search or browse through the catalog, you will notice 
punchout items.  

Note: To locate all punchout catalogs, type “punchout” in the 
Keyword Search.  

Punchout items are easily identified by: A) the red asterisks next to 
the product name B) the “Shop Supplier Catalog”’ button and C) the 
words (Punchout Catalog).     

1.)  To view the supplier’s punchout catalog, click the “Shop Supplier 
Catalog” button.  

2.)  Once you click the “Shop Supplier Catalog” button, you will
automatically punchout of NC E-Procurement @ Your Service to the 
supplier’s catalog.



Note: Every supplier’s punchout catalog is different 
however, all  punchout catalogs only contain state term 
contract items.  

3.) Follow the instructions on the supplier’s punchout catalog to 
locate and select the item(s).

4.)  Once you are finished selecting items, complete the 
supplier’s checkout process.   You will  return to the catalog page 
of NC E-Procurement @ Your Service.

Note: You do not have ability to actually purchase items on 
the catalog.  If you wish to leave the punchout catalog prior 
to checkout, click the “Close Punchout Catalog Shopping 
Session” link located at the top of the screen (circled above). 
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